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- JAMES LIBRENCE FLY, CHAIRMAN

név. A.WALKER FEDERAL COMMUNICATIONS COMMISSION
NORMAN S. CASE . .

- GEORGE HENRY PAYNE FOREIGN BROADCAST INTELLIGENCE SERVICE
T. A, M. CRAVEN : 1424 K STREET N. W,

RAY C. WAKEFIELD . WASHINGTON, D. C.

¢ J. PURR October 2, 1943

o MEMORANDUM FOR MR. SHEPHERD:

These are the Administrative iemoranda I issued
with an attempt to bring more order into cur filing
system. As I understand it, you are going on from
here to further assure us that our files in all res-
pects conform with the best government standards.

STAT

- Rober'¥ D. Leigh— "\_
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- ADMINTISTRATIVE MEMO NO. 13
- (to replace Mcnes. Ne. 3F ané 5)

- S e

\ - Decerber 28, 1942
TO DIVISION /ND SECTION CHIEFS OF FBIS:

Routinge and Filinm cf Correspondconce

(1) 411 inconing mail is received by Mail and Files, and after
being handled, rcturng to Mail and Files for classification and per-
manen® £iling, tegether with three carbens of such reply to the
letter cs hog bheen node,

(2) In nddition to Mail end Filcs, division heads and ndninis-
trative officers rny keep their own divigienol file for purpcscs cof
kceping clese at hand carbong of lettersg of reply which they have made.
In the ceege of an incening letter of deocumentary value, or which nccds
te be referred to frequently, a carben cepy cof the criginel may be mnde
and kept in the divisicnel file. '

(3} ALl correspendence from the FBIS te azencics or orgenizations
cutside the FBIS or the FCC ghall be gicned by the Dircctor. The sanc
ig truc of telegroph ond coble nessanes te and frem cutside agencices.
In mony casce such corrcapendcence will actuclly be preparcd by divigcicen
headg and gent te the Dirccteor for hig signoture. In his abscnce the
asgistant te the Dirccter will provide the signanturc. Any
corrcspondence addressed te Cabinct members, the heads of Gevernment
departments cr of inlicpendent agencics, shall be gisned by the Chair-
man of the Cermission rother than the Dirccter of FBIS,

(L) When inceming lettere te division chicfs arc net dispesed of
by reply ond filed in Moil ond Files during the current day, they may
rorzin s en-tep-ef-the-desk current corresponcence in the divisicn
cffice cr the coffice of the divisicnnl sccretory. Such natericl should
never be of such velwac that it cannct be readily preduced in rcesponsc
to a query. It is cxoccted thot such incening letters chall net remain
as currcent fer nerce thon cnc week; at least acknowledgnent shcould be
node within that time. The &ispooal of such current letters neans that
they will be autonotically returncd to Mail and Files, together with
carbens of the letters of reply, te be available for later refercnce
and usc by any ncmber of the Scrvice.

(5) Mcet divieion cffices will wich to keep in their Aivisicnal
files carben cepics of o2 certoin pronerticn of cutgeing nail in a specicl
"hold" file, in corder thnt o veriedic sccretarial check may be kept en
requests rnade of other rerbers ¢f the staff cr cother azencics to sce
thot therc ig a response withain o rengennble cr specificd length of
tine. Thig will help te prevent any tondencey to keep inconing lcetters
cut of Mail and Files.

There are geomc cxcentieons te thie senernl arrangenent which are spe-
¢iflcnlly neted helew:
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A (1) Exceptions to the rule that thc Director shall sign all corres-
pondence addresscd to persons outside the Commission are as follows:

a. [::::::::}as Senior Administrative Officer signs STVVT
answers to routing applications for positions.

b. |  Jas Chief of the Analysis Division STAT
gignsg answers to routine applications and letters
accompanying responses to routine and repeated
requests from other agencices for special reports
or material. Copies of these replies arc scnt
to the Director's Office. '

‘The foregoing does not apply to answors of any
kind to officers of foreign governments, which
should always bo signed by the Dircctor.

(2) ‘ pergsonncl file operatecs as an extension of Mail and STAT
Files, rotaining the classifications used by our Mail and Files, for
all correspondcnce rclating to porsonnol applications and rpcords The
Analysis Division may retain personnel fileo for a "currcnt" on-top-of-
the-desk period, but they are to bc permanently filed in | STAT
office. It should be noted that the personncl file 1n\ \offlco STAT
is a scction of our Meil and Filcs, and that our Mail and Files is it-
self a branch of the general FCC Meil and Files, and that ite classifi-
cations arc so arranged that at any later period, with reorganization,

our files can bc consolidated with the main FCC filcé by merc phyﬁlcal
rclocation.

’

(3) ‘ office keeps the filc of memoranda and messages to STAT
and from the various field offices of the Scrvice.. In this case also
this message file is o branch of our Mail and Files, and its classifica-— ¢
tlons should follow thosc of the general FCC Mail and Files organization.
Mcssages and cables sent to other agencles, however, are filed with our
"Mail and Files Division.

~ (L) All memoranda and messages to and from the field offices are
routed through| .~ Copies of all such messages, however, ex- . STAT

cept those of a Durﬁlv routine charactor, are sent to the O0fficec of the
Director.

(5) The Dircctor's Officc kecps a filc of carbon copies of letters
written to the Service making favorable comment upon its work. This,
howgver, is again a special file of carbons, not originals. When letters
of this character are rcceived by others in the Service, they should be
forwarded to the Director's Office, where copies will be made, and thc
originales will then bc scnt to Mail and Files. :

f

[T;?ﬁ] Secretary to thc Director, working w1th[::::::::] will see éﬁ?ff
tha

e arrangements defined above are. put into execution.
STAT

Robert D. Leigh o
Direcgtor
Forelgn Broadcast Intclligence Service
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To Division and Section Chiefs of FBIS: ‘ \\

A number of recent instances of loss of lotters and
confusion due to lack of centralization of our Files indicates
that Administrative Memo No. 3, Paragroph F, and Adninistrative
Menio Wo. 5, both dealing with our practice in regard to maill and
telegrans, are not fully in operation. .

In one instance, a section chief carried on correspon-
dence with a non-Governmental agency without reference to corres-
pondence and regular relations carried on by the Dircctorts Office
over o preceding period of months, No arrangement has been made
for sending official letters to ocutside agencies over section
chief signature,

In another case an irmportant letter from the War De-
partment canc through the Mail and Files to the Director's Office
indicating that a previous letter hod been sent to us and o renly
received from us, ncither of which could be located until it was
found that a division chief had replied to the letter, and that
no copy of either the origincl lettbr or his reply had been sent
to Mail and Files, :

Ten days ags the Chairman of the Commissisn had a
neeting with the department heads to reviow the filing procecéure
in relation to correspsndence. The arrangenents which are
stated in Administrative Mermos No. 3 and 5, and to which we agreced
several rnionths ago, were verificd as sound.

In the accompanying nererandury; No, 13, I an attenpting
to sharpen and clarify thesec arrangenents. I am surer now than
o when I came here that these arrangerients, based as they are on
" general ciffice practice and Governricntal experience, arce the nost

efficient we can devisc. ﬁand I have operated with STAT
then for five nonths, using Mail an Files, and have had no - -

difficulty with lost lottors or any delay. Evicdently division

heads are not operating corpletely under the regulations. 4

central file for FBIS is a plain necessity and geconony., People

cannot keep Government business in their hats, in their desks, or
N in private files and not cause difficulties to others.

Y

' ' STAT

Robert D. Ieigh -
irector
/ : Foreirn Broadcast Intelligence Service
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